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eSTAR Overview

• eSTAR Time and Attendance application 
automates and standardizes the time collection 
and approval processes
– Meet business goals

– Control labor costs

– Improve workforce productivity

– Manage time off requests

– Gives employees the ability to view and manage 
leave
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Objectives

• Log into eSTAR and navigate through the 
application as a manager

• Edit employee timesheet information

• Approve and amend employee timesheets

• Process time-off requests

• Delegate privileges to others

• Generate reports

3



 

 

 

Employee State Time & Attendance Reporting 

State of Delaware 

eSTAR Access
eSTAR may be utilized in one of the following ways:

• Web-based interface on a personal computer

• “Punching” a hardware time clock
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Navigation Basics

• Managers access eSTAR to request Leave or 
update Timesheets by logging into DE-Single Sign-
On (SSO)
• Timekeepers and HR/Payroll Admins will access 
through ERP Portal
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The Manager Dashboard
The Manager’s Dashboard offers functions to assist managers in   
handling the time and attendance data of their employees.

• Editing and approving employee timesheets.

• Reviewing employee time off requests.

• Assigning schedules.
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Manager Functions – Time Entry
The functions available on the dashboard are arranged in groups of 
related tasks. See below for a description of each of the links on your 
dashboard.

• My Timesheet: View, enter or 
update timesheet data through 
the timesheet.

• Edit Employee Time: View 
and edit employee timesheets.

• Edit Time for Groups: Add 
and edit time entries for a 
group of employees.

• Approve Timesheets: 
Approve timesheets for groups 
of employee assignments.
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Manager Functions - Schedules

• My Time Off: Submit time off requests, track the status 
of requests, view history of past requests.

• Review Time off Requests: Approve or reject 
employee time off requests.

•Assign Schedules: Assign schedules or schedule cycles 
to employees.

• Manage Group Schedules: Adding and editing of 
schedules for an entire group of employees at once. 
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Manager Functions - Settings

•My Contact Preferences: 
Enter or modify contact 
information, including phone 
numbers and email addresses.

• Manage Delegations: The 
roles for an assignment group 
can be delegated to another 
user.  Assignment Group and 
security may be delegated to 
another manager
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Manager Functions - Reports

• View Reports: Generate 
general reports to view 
timesheet information for a 
certain period, delegated 
roles, or comments on 
timesheets.
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Customizing the Dashboard

eSTAR allows the following customizations to the dashboard.

Rearranging Function Links

• Rearrange the order in which a 
function displays within a category.

Creating Dashboard Favorites

• Hover the mouse pointer over the 
function’s star icon and click it to move 
the functions to a Favorites section.

Removing a Function from Favorites

• Hover the pointer over the respective 
function link and click the star icon. The 
function returns to its original category.
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Timesheet Window
Finding Timesheets

• Use the Find button to quickly locate the timesheet for an employee 
or a set of employees based on specific search criteria.

Sorting Timesheets

• Use Sort to specify the order in which to arrange records.
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Timesheet Window
Navigating Timesheets

• To select a pay period for viewing or editing, either click the Work 
Period button to access the pop-up calendar, and select a pay period, 
or use the blue navigation arrows.

• Use the Minimize and Maximize buttons to collapse or expand the 
left panel.
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Employee Timesheets
Editing Employee Time

• The Manager Time Entry window enables you to:

• Edit employee timesheets

• View employee’s time off balances and pay preview

• Select an assignment group if you have been delegated more than one 
group of employees.

• Select an employee from that assignment group. The employee’s 
timesheet displays.
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Employee Timesheets
Using Pay Codes

• Pay Codes are recorded on a timesheet or schedule. 

• Users will have access to certain pay codes according to security to 
update, modify or correct employee timesheets.

• Pay Codes such as vacation or sick increase or decrease time off 
banks.
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Employee Timesheets

Entering Timesheet Details

• Comments field can be used to enter details about the timesheet.

• If a timesheet entry contains any details, a Comment Indicator 
displays in the field associated with the comment and displays with a 
green background.

• Click the Comment tab to expand and collapse the Comments field.

• If the Comments field contains any invalid data, such as an invalid 
date format or too many characters, the comment indicator is red.
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Exception Handling
Exceptions Tab

• The Exception tab displays messages when exceptions are detected.

• Date of the exception

• Exception message describing the problem

• Severity of the exception (Informational, Error, or Warning)

• Any action which may be required

• Exception messages are color-coded to identify the level of the severity 
and are displayed in decreasing order of severity:

• White – No exceptions or only information messages present

• Yellow – Warning Present

• Red – Errors present
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Exception Handling
• Columns can be reordered by clicking the arrow which displays next 
to the column name to select a different sort order. 

• Time entries associated with exceptions display on the timesheet 
marked with a colored pin. 

•Clicking the pin to displays the exception message.
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Group Time Entry
• The Group Time Entry window:

• Enables managers to perform bulk time entry tasks 

for groups of employees. 

• Edit an entire or partial group of employees.
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Editing Multiple Time Slices

• Use the Mass Edit window to edit time entries for a group of 
employees working on a specified project or event. 

• Time Entry>Mass Edit> Event

• Select the event or project to retrieve the time slices.

• Select the checkbox to the left of the employee’s name for each 
row you want to change. To update all returned rows, click the
Select All button. 
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Working with Schedules

• Selecting Assign Schedules from 
the Manager Dashboard takes the 
User to the Schedule Maintenance 
Window.

• Managers can Assign Schedule 
Templates from the Permanent 
Changes section or the Temporary 
Changes section.

Standard Schedule Assignment
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Working with Schedules

Assigning Permanent Schedule Templates

• Employees from an Assignment Group can be scheduled individually or 
all at once as a group.

22



 

 

 

Employee State Time & Attendance Reporting 

State of Delaware 

Working with Schedules

Assigning Temporary Schedule Templates

• Employees from an Assignment Group can be scheduled individually or 
all at once as a group.  Temporary Schedule Assignments will remain in 
effect for exactly one pay period.
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Working with Schedules

• Manager selects Assign 
Schedule Templates under 
Permanent Changes section.

• Click checkbox underneath 
Employees Active On

Assigning Schedules to Dates Outside of Current Pay Period
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Working with Schedules

• Use when employee must deviate from their normal assigned 
schedule for a very short amount of time.

• Found in the Schedule tab within the Manager Time Entry 
Window.

• Schedule changes using this method will only remain in effect 
for dates affected.

Edit Assigned Schedule
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Other Manager Functions 

•Managers or HR/PR Admin can approve hours for individual 
employees or for an entire group.

•The system allows the manager to see if an employees timesheet 
contains exception messages.

•Timesheets with errors need attention before approval.

•Managers can choose to open and edit timesheets to correct 
errors, reject timesheets and direct employee to correct error, or 
approve timesheets despite exceptions.

Approving Timesheets
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Other Manager Functions

• To approve or reject employee time, select Time Entry 
Approve Timesheets. The Approve Timesheets window displays.

• From the assignment tree, select the group for which you want 
to approve or reject hours.

Approving Timesheets
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Other Manager Functions

• The Approve Current Timesheets window displays. The names of 
the employees in the group populate the main window.

Approving Timesheets
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Other Manager Functions

• Viewing a different date than the default (the current date).

Approving and Rejecting Timesheets
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Other Manager Functions

• Check the box to Approve the employee timesheet.

• To reject an employees timesheet, click reject timesheet button.

Approving Timesheets
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Other Manager Functions

• After clicking the Reject
Time Sheet button, the 
Reject Timesheet window 
displays.

• To reject a Time Sheet 
fill out all fields in the 
Reject Time Sheet 
window and click Send.

Rejecting Timesheets
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Other Manager Functions

•History button loads Approval History for Employee screen.

Rejecting Timesheets

History button
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Other Manager Functions

• Managers can amend timesheets for past pay periods for employees in 
assignment groups delegated to them. How far back in the past 
amendments are permitted is determined by your organizational rules 
and can differ by role.

• Time sheet must be amended in the pay period that needs to be 
modified.

Amending Timesheets
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Other Manager Functions

• Managers have the ability to view a Timesheet Comparison Report.

Amending Timesheets
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Other Manager Functions

• When an employee submits a time off request, the request is 
forwarded to the employee’s manager for review. The manager can then 
approve or reject the request.

Approving Time Off Requests
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Other Manager Functions

• The Request Summary allows managers to View Requests, Approve 
Requests, Reject Requests and view Group Schedules to ensure 
appropriate coverage while employee is on leave.

Approving Time Off Requests
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Other Manager Functions

• After approval, the previous request now displays on the Time Off 
Request History tab.

Approving Time Off Requests
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Other Manager Functions

• Select a request from the Time Off Request History tab.

Canceling an Approved Time-Off Request
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Other Manager Functions

• Select Cancel and enter comments.

Canceling an Approved Time-Off Request
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Other Manager Functions

Canceling an Approved Time-Off Request

40



 

 

 

Employee State Time & Attendance Reporting 

State of Delaware 

Other Manager Functions

• Click the cancelled request to see a detailed history of the request.

Cancelling an Approved Time-Off Request
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Other Manager Functions

• Managers can delegate authority over a group of employees to another 
manager when not available. 

•Delegating roles navigation.

Delegation
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Other Manager Functions

• Select Delegate Authority, Enter Search Criteria window displays.

• Enter search criteria, click Search.

Delegation
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Other Manager Functions

• Assignment groups matching search criteria.

• Displays User’s role granted for each group.

Delegation
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Other Manager Functions

• Use the search window to select a user who will be delegated that 
assignment group.

•Note – Search screen will look different then below. Below is an 
example.

Delegation
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Other Manager Functions

• If any delegations fail, a status message will display listing the 
unsuccessful delegations and why they failed.

Delegation

Successful delegation message
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Other Manager Functions

• Once an owner has delegated a role, that owner can also cancel the 
delegation.

Cancelling or Revoking a Delegated Role
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Other Manager Functions

• A window displays that lists the roles currently delegated within 
your assignment groups, along with your role for each group.

Cancelling or Revoking a Delegated Role

*** NAMES AND DATA ARE FICTIONAL*** 48
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Other Manager Functions

• If an assignment group contains more than one delegated role, click 
the Expand Group button displayed next to the Assignment Group
name to see all of the delegated roles.

Cancelling or Revoking a Delegated Role
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Other Manager Functions

• A new window displays listing the delegated right to be cancelled.

• Manager selects appropriate action.

Cancelling or Revoking a Delegated Role
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Generating Reports

• Access the Reports area on the Dashboard by 
clicking the View Reports link.

View Reports

• The Reports window displays including a tabbed view open to the All 
Reports tab, in which a list of report categories display in the top pane.
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Generating Reports

•The desired report is 
selected, a second pane 
displays.

•Specify report criteria.

• Complete the various 
fields. 

•Click Run Now.

View Reports
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Generating Reports

• Reports can be formatted in PDF, Excel, and HTML

View Reports

• A pop up window displays with the option to Open, Save, or 
Cancel.
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Generating Reports

• Schedule Audit Reports

–Schedule Audit

• Schedule Reports

–Schedule

–Schedule – Data Range

–Schedule Cycle Pattern

• Time Off Reports

–Absence History

–Absence Summary

–Absence Time Off

–Time Off Request

Manager Reports available in eSTAR

• Accrual Reports

–Accrual

–Accrual Detail

• Employee Information Reports

–Terminated Employees Detail

• Exception Reports

–Timesheet Exceptions

–Timesheet Exceptions Within 
Date Range

• Overtime Reports

–Approaching Overtime
54
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Generating Reports

• Timesheet Reports

–Timesheet

–Timesheet Approval History

–Timesheet Detail Query

–Unapproved Timesheets

Manager Reports available in eSTAR (Cont’d)

• Timesheet Reports

• Amended Timesheet Reports

–Amended Timesheets –Amenders

–Amended Timesheets – Currently 
Open

–Amended Timesheets –
Exceptions

–Amended Timesheets –
Processed

• Timesheet Audit Reports

-Timesheet Audit

-Timesheet Audit for Date Range

-Timesheet Audit for User Who 
Changed Timesheet 55
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Generating Reports

• eSTAR offers a version of two 
reports in calendar format that 
are accessed directly from the 
dashboard without having to go 
through the General or Group 
reports menus.

• When employees request or 
take time off, it can be useful to 
generate reports to help you to 
determine whether to grant or 
reject a request, or to see 
absences patterns that might 
not otherwise be apparent.

Calendar Reports

56


